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2 Jemaary 1958

SIBTECT: Document Division Control of Dissemination Cerds.

Bffective § Jaumuary 1958, Mcaaging. Branch of Document Pivision wills
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Branch will designate staff $o maintain the file.

Collect disseminstion emxds (D-cards) in betch mumber order following

' &stribution of all copies of the documents in the batch.

File the bundles of D-cards (unarve

Investigate after 1-3 months the desiyabillity of filming the monthly
esilections of D-cards by rotary cemera for rsel storsge, or, 1f this
proves impracticel, filming by flatebed camera snd mounting of each
Batch of D-cards in an sperture card.

Tocument Division persomnel mey consult the file as needsd to snsver
grocessing questions. o

¢hief, Proceseing Branch, will designate the file maintenance personnel,
b. above, or some other sppropriste staff member to provide reference
sarvice on requests received from outside the Division. {These will
come via Circulstion Branch, CIA Library, simce the latier must comsult
CIA Library’s document source file to determine the batch number for
sny document in question. Provide Circulation Branch with name and

1. Processing Branch will keep & talliy of the mmber of external
requests serviced per month. :

2. The Distribution Staff of Processing Branch will check off batches
aa distributed against s Batch log Record. Batches not accounted
for st the béginning of the third working day following the batch
date will be reported to the Branch Chief or designee for Pracing.

ot

1. Betches are numbered by month, day, and sequence of establistment
on the given date - e.g. 12 - 06 - 23. Processing Branch establishes,
on an average, 120 batches per day with 15 documents in each batch.
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Branch typists include the batch number on each docunent souxce cord
mmg? Batches are slways confined to the documents of a single

source agmﬁ:f. Sinse the documents in the batch are not received in
?éé.igiif conkrol number sequence there is no point, ref. par. b above,
0 arvengemant of the D-cards in control number sequence within each

batch. File ar ent will therefore yun &s followsy
1806~ 1
-
ﬁ Month, Day, Batch #, IAC #
18-07-3
8,54 ]
i;éﬁ: ' _"

2. Interoal disseminstion of the following ostegories of documents
received in O(R is not recorded on D-cardst

Hodex - vecorded on the fece of the document filed in hards
gopy in CIA Iibrary

Fiash » recorded in Analysis Brench and on the processing copy
£iled in Circulation Branch

Shenderd Metribution Publlcations - racorded in Eardex files
of Procassing Brench

AC distribution of CIA Informetion Beports - recorded on the

e dis face of esch doomument. {As of January 3.9_58, Doocunent
Division is in process of transferring external
distrivution of CIA Information Reporis to Frinting
and Bervices Division, L Building plant.)

25511 ABa

Chief, Document Division
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